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A typewriting consultant from South-Western Publishing Com-
pany, the Business Education Supervisor of Virginia Beach City Public 
Schools, Virginia Beach, Virginia, including three other Business Edu-
cation teachers, and I were assigned the task of revising the 1973 
Curriculum Guide for Typewriting I so that the content coverage it pre-
scribes correlates with the materials provided in our presently adopted 
typewriting textbook. We outlined the chapters in the textbook, tailor-
ing them to suit our needs, and wrote behavioral objectives for each 
unit in six weeks periods (36 weeks) indicating lessons to be covered 
during these periods. \1e prescribed evaluation measures for techniques, 
attitudes, tests, production typing, and timed writings. Standards sug-
gested for timed writings were comparable to those set by Civil Service 
and South-Western Publishing Company (with some modification). Speed 
goals with error penalties were suggested for each six-week period 
except for the first and second six weeks. We felt that error penalties 
during this time should be avoided since concentration is placed the most 
1 
o~ technique and keyboard development than on speed building. This allows 
the students to attain a satisfactory speed goal (without error penalty) 
for the little time they have spent developing speed. 
In the past, our Curriculum Guides have prescribed error penal-
ties in evaluating students' speed efforts from the day timed writings 
were first introduced. This was usually around the fourth or fifth 
1 
week of the first six weeks period of the first semester. Typewriting I 
teachers have learned from years of teaching experience that some begin-
ning typewriting students develop a fear of timed writings, and thereby 
begin experiencing difficulty in achieving their straight-copy speed 
goals. 
Because of my personal interest in instructing Typewriting I 
students, and in maintaining course standards prescribed in our Curricu-
lum Guide, this research effort seeks to determine if there is a measur-
able relationship between speed building instructional routines and the 
prescribed error penalties in developing straight-copy typewriting speed 
in the first semester of beginning high school typewriting. 
Background and Justification for Study 
2 
Long established learning principles and practices dictate that 
learners in mastering typing skills be subjected to as little tension as 
possible during the basic phase of speed development, or during the first 
semester of beginning typewriting. In this study, the first semester of 
beginning typewriting is identified as Typewriting I. Therefore, it would 
appear that any factor associated with evaluation and measurement of straight-
copy typing sp~ed be postponed until the learner has a mastery of the opera-
tional parts of the typewriter, of the recognized typing techniques covered 
in the beginning stages of typewriting, and has become somewhat accustomed 
to typing under timed sequences and allocations. 
It is assumed then, that the most logical time to introduce the 
factor of error penalty in measuring straight-copy typing speed on varying 
time sequences is after the learner has gained a mastery of the factors 
just described. 
3 
Statement of the Purpose and Problem 
The purpose of this study was to determine if there is a rela-
tionship between speed building with and without error penalties in devel-
oping straight-copy typewriting speed in the first semester of beginning 
typewriting. 
In an attempt to determine this relationship, the study assumed 
the following null hypotheses: 
1.) There is no significant difference between speed building 
with and without error penalties in developing straight-copy typewriting 
speed the first six weeks in Typewriting I classes at Green Run High School. 
2.) There is no significant difference between speed building 
with and without error penalties in developing straight-copy typewriting 
speed the second six weeks in Typewriting I classes at Green Run High School. 
3.) There is no significant difference between speed building 
with and without error penalties in developing straight-copy typewriting 
speed the third six weeks in Typewriting I classes at Green Run High School. 
The data necessary to prove or disapprove the stated null hypo-
theses were gathered from a study involving 12 Typewriting I classes at 
Green Run High School in Virginia Beach, Virginia during the first semester 
of the 1979-80 school year. 
Definition of Terms 
Timed Writing refers to repetitive writing on common contextual 
typing material for either developing speed or accuracy. A timed writing 
may be timed for 1-, 2-, 3-, or 5-minutes in duration. 1 
1Business Education Curriculum Guide for Typewriting, State Board 
of Education, Virginia, 1962. 
Gross Words a Minute (GWAM) means that no error penalty is de-
ducted before total words are divided by the minutes spent in the timed 
writing. 2 
4 
Speed Goals refer to those pre-determined typing rates of speed 
established for straight-copy typing on material in sequential grading 
periods of six weeks in length. 
Error Penalties refer to the number of errors allowed per minute 
of straight copy timing. 
Timed Writing Scales refer to charts or tables that display 
speed rates (or goals) along with the number of errors allowed per rate 
of speed. A letter grade assigned to each rate may or may not be shown. 
Limitations 
Several limitations of this study were recognized and established 
prior to investigation. The primary limitations include the following: 
1.) Selection of Participating Study Groups. Only students 
enrolled in the 12 Typewriting I classes at Green Run High School in Vir-
ginia Beach, Virginia were included. Students with some prior experience 
in typing were excluded. 
2.) Length of Time Covered by Study. Since considerable 
emphasis was given to basic straight-copy speed development during the 
first semester of high school typewriting, the length of this study covered 
the instructional time devoted to Typewriting I at Green Run High School. 
Three grading periods of six weeks each constituted the first semester of 
Typewriting I. 
2Hardaway, Mathilde. Testing and Evaluation in Business Educa-
tion, 3d Ed. Ohio: South-Western Publishing Company, 1966, p. 268. 
5 
3.) Classroom Typing Teachers Cooperating in the Study. Regu-
larly assigned Typewriting I teachers were used as the cooperating teachers 
for the study. 
4.) Participating Typewriting I Students. No provisions were 
made for ability grouping according to some pre-determined predictive 
variables, such as, intelligence quotients, achievement percentile scores 
in English, mathematics, science, social studies, etc.; nor were the factors 
of age, sex, grade, or race used in measuring straight-copy speed develop-
ment for the study group. 
5.) Instructional Procedures Used. The nature of this research 
study dictated that two instructional procedures be used--traditional and 
experimental. A total of 12 Typewriting I classes were taught speed devel-
opment procedures and applications. Six of the classes were taught under 
the traditional method of speed building. That is, the traditionally-
taught classes continued to use error penalties in accessing the straight-
copy speed development during the first semester of instruction. The other 
six classes were taught under an experimental method. Students taught by 
this method were not penalized for their speed building efforts. 
Expected Contribution 
It is hoped that this study will produce evidence to support the 
recommendation for dropping the use of error penalties in the measurement 
of straight-copy typing speed at least during the first and second six 
weeks of the first semester in Typewriting I classes in Virginia Beach 
City Public Schools. 
If the study does produce evidence that higher straight-copy 
typing speeds result from dropping the error penalty, such evidence would 
justify the recommended standards as prescribed in the 1978 Curriculum Guide 
for Typewriting I. 
6 
Organization of the Remainder of the Study 
The remainder of this study will consist of four additional chap-
ters: a review of the literature, a description of the instrument and in-
terpretative procedures employed in the study, presentation and analysis 
of the data, and the summary, conclusions, and recommendations. 
CHAPTER 2 
REVIEW OF RELATED LITERATURE 
Introduction 
This chapter presents a partial review of the literature that 
has been completed in the area of typewriting during the past decade with 
reference made also to earlier years. Since that time, many studies have 
been undertaken to keep business educators up to date as to trends and 
issues in Business Education. Such studies have also aimed at clarifying 
some misunderstandings in methods of teaching business subjects that have 
existed from the time typewriting was first introduced until the present. 
Because controversies still exist among Typewriting I teachers 
in Virginia Beach City Public Schools in reference to developing speed 
and accuracy on straight-copy timed writings and establishing speed rates 
and error limitations, views from various authorities have been cited and 
compiled for comparison. 
This chapter focuses on views as to (1) early emphasis on speed 
or accuracy as the focal point for first semester beginning typewriting 
(2) question of relationship between speed and accuracy and (3) opinions 
by noted authorities that emphasize speed forcing, separation of speed 
and accuracy, and treatment of errors. Coverage of these areas was neces-
sary for supporting the relationship that might be determined, in this 
study, between speed building with and without penalties in developing 
straight-copy typewriting speed. 
7 
8 
Objectives of First Semester Typewriting: Speed or Accuracy 
There has been much discussion in the past as to whether speed 
should be built before accuracy, accuracy before speed, or whether the 
two skills should be built concurrently. Years ago, teachers believed 
that accuracy should precede speed and they required their students to 
type perfect copies of all drills and typing problems. Later typing 
authorities began to question this technique and advocated building speed 
first, then dropping back for control at regular intervals. 1 
Speed of work and quality of work are the two criteria of 
typewriting proficiency. Most persons probably feel, rightly, that 
quality is the more important of the two criteria, but given two equally 
accurate typists, one certainly prefers the faster. Granting that both 
aspects of performance are proper objectives of the training, the question 
is one of how best to achieve them. Should the objective be to train both 
at the same time or must they be treated separately? The answer does not 
lie in what one should like to be able to do, but in what it is possible 
to do. 
How is it determined whether a person can increase his typing 
speed while maintaining his accuracy or can reduce his errors while main-
taining his speed? Are the two features, speed and accuracy, based on 
substantially the same underlying factors, or are the factors that under-
lie the two aspects of performance different and perhaps conflicting? 
That question is answered by casual observation of typists or of their 
performance scores; it is not answered by hunches and subjective impres-
sions. Instead, one makes direct measurements of typists' speed and 
loouglas, Lloyd, Blanford, James, and Anderson, Ruth. Teaching 
Business Subjects, 2nd Ed. New Jersey: Prentice-Hall, Inc., 1965, pp. 
134-136. 
9 
errors and examines the relationship between these two measures in statis-
tical form.2 
As Lessenberry states: 
No teacher of typewriting objects to the development 
of speed by his students, no matter how emphatic he 
may be in support of the goal of accuracy. Similarly, 
no teacher who believes in speed first objects to the 
achievement of accuracy. On the contrary, all of us 
believe in speed with accuracy even though we are 
divided on how to achieve this commonly accepted goal .3 
Closely allied to the problem of whether a teacher should give 
attention to errors in the beginning of typewriting instruction is the 
problem of slow, as opposed to rapid, practice. As in many other aspects 
of skill development, this problem may have come about because of confu-
sion. Many teachers have looked upon the question with a militant 11 either/ 
or 11 attitude; yet in the final analysis such a problem does not really 
exist. In the end result of typewriting instruction, both speed and accu-
racy should be present.4 
It is not necessary to go to extremes in working for either 
accuracy or speed, for neither is worth much without the other. The 
11 speed-first 11 emphasis is not understood by many teachers. It means empha-
sis on speed of stroking as a part of correct technique; it means that early 
errors are less important than correct techniques; it means that early 
errors may be accidental and will, therefore, disappear later. In truth, 
2west, Leonard J. Acquisition of Typewriting Skills--Methods and 
Research in Teaching Typewriting. New York: Pitman Pub. Corp., 1969, 
pp. 235-236. 
3Lessenberry, D. D., 11 Some Debatable Issues in the Teaching of 
of Typewriting, 11 National Business Education Quarterly, December, 1943. 
4Russon, Allien and 
Teaching Typewriting, 2nd Ed. 
p. 87. 
Wanous, S. J. Philosophy and Psychology of 
Ohio: South-Western Publishing Co., 1973, 
this saying that in the early lessons the goal of the practice is not 
the finished and usable page of typed material, but the initiation of 
right techniques that will later bring typing control.5 
In emphasizing speed before accuracy, Viola Dufrain's study 
undoubtedly focused attention upon the practicability of making all 
effort to develop speed from the beginning of instruction. Her experi-
ment was with two matched groups of 93 high school pupils each. In one 
group, speed was emphasized from the beginning and then errors were re-
duced, with the cycle repeated. In the control group, accuracy was em-
phasized from the beginning. After 73 lessons, the experimental mean 
gross strokes~a minute were 164 with 2 errors a hundred strokes; and 
10 
the control mean gross strokes were 141 a minute with 2 errors a hundred 
strokes. Thus, Dufrain's findings were that the students who concentra-
ted on speed, ignoring errors, attained significantly higher scores than 
students who concentrated primarily on accuracy; and that the speed-first 
students attained accuracy rates equal to the accuracy-first students. 6 
Speed and accuracy in typewriting are basic to the development 
of a vocational skill. The typist must possess both qualities. He will 
not be successful if he is a fast but inaccurate typist; neither will he 
be successful if he is an accurate but slow typist. The typing teacher 
must provide for the building of both these skills in her classroom. 7 
5c1em, Jane E. Techniques of Teaching Typewriting. New York: 
Gregg Publishing Company, 1955, pp. 191-192. 
6oufrain, Viola, "The Practicability of Emphasizing Speed Before 
Accuracy in Elementary Typewriting," Studies in Business Administration, 
15-16 (University of Chicago, 1945), pp. 37-38. 
7oouglas, Blanford, and Anderson, Teaching Business Subjects, 
2nd Ed., pp. 134-136. 
11 
Kingsley believes that the requirements of proficiency should 
have a bearing upon the type of practice stressed, stating that when 
speed is an important factor in the skill, practice at a rapid rate is 
necessary. 8 
Relationship Between Speed and Accuracy 
The question of whether a relationship does exist between type-
writing speed and accuracy can indeed be measured in the form of statistics 
called the coefficient of correlation or the correlation of coefficient. 
Leonard West states: 
If the correlation is high (i.e. fast typing going with 
accurate typing) there is substantial overlap between the 
factors that underlie these two aspects of performance, 
suggesting that one could reasonably expect to train for 
both of speed and accuracy at the same time. If the re-
lationship between speed and errors is low, however, dif-
ferent factors underlie the two aspects of performance, 
suggesting that it is not ~ossible to train for both ob-
jectives at the same time. 
The relationship between speed drills and accuracy drills is 
apparent in that the teacher is forever pushing the class beyond the 
rate of controlled (reasonably accurate) typing to increased stroking 
rate dropping back to a lower rate for accuracy drills that are gradually 
accelerated to the higher rates; in the meantime, she is pushing forward 
to still higher speed goals, so that actually there never is any "catch-
ing up" of accuracy drills with speed drills. The typist's rate of· 
writing with control is always below his fastest typing rate. This rela-
tionship of speed to accuracy in the development of typing skill is one of 
8
Kingsley, Howard L. (Revised by Ralph Garry). The Mature and 
Conditions of Learning. New York: Prentice Hall, Inc., 1957, p. 326. 
9west, Leonard J. Acquisition of Typewriting Skills--Methods 
and Research in Teaching Typewriting, pp. 235-236. 
the most important principles to keep in mind when diagnosing students' 
difficulties from keystroking.lo 
12 
Considering actual findings on speed-error relationship in 
straight copy typing, West indicates that many dozens of studies have 
reported (mostly in passing, as a by-product of their major purposes) 
data of this kind. Six of the studies referred to by West were in excel-
lent agreement with those of the others. The results show for more than 
-~-----·1 
five thousand typists that the speed-error relationship in straight copy 
typing was essentially zero (being about as often positive as negative 
and in every instance very low) regardless of level of skill, training 
methods, stage of training, or test length. 
A similar investigation by West in 1967 (but covering the entire 
range of typing skill) suggested that typists at all levels of speed are 
found at all levels of accuracy. The results also indicated that about 
2 percent of the factors that underlie speed of stroking underlie accu-
racy of stroking. He concluded that this demonstrated beyond argument 
that the two features of performance are apparently based on different 
factors. Therefore, one cannot hope to train for speed and accuracy at 
the same time. Each objective requires separate practice. 11 
Opinions on Speed Forcing 
Some authorities differ in their opinions of methods in devel-
oping typewriting speed and accuracy. These differences in opinions 
lOLamb, Marion. Your First Year of Teaching Typewriting, 2nd. 
Ed. Ohio: South-Western Publishing Co., 1959, pp. 64-65. 
llwest, Leonard J. Acquisition of Typewriting Skills--Methods 
and Research in Teaching Typewriting, pp. 237-239. 
attribute to uncertainties by teachers as to the methods they employ in 
the classroom for building speed. Some believe in speed forcing to 
achieve high speed goals while others believe that such speed forcing 
is fatal to techniques and subsequent speed drives. 
West is an advocate of speed forcing. He states that the 
principle for speed building is expressible in three words: force 
the rate. Speed gains, he states, result from crowding successive 
motions ever closer in time--from the contiguity conditions that re-
duces delays between motions and lead to the chaining of responses. 
Under forcing of the response rate, the learner "discovers II or fa 11 s 
into (without conscious awareness) the new and improved patterns of 
motion that distinguish faster from slower speeds.12 Lamb, another 
advocate of speed forcing, states that the person learning a skill 
starts at an uninhibited rate of speed and for a time, under en-
couraging conditions, practice to get the "feeling" of the skill. 
Accuracy develops as the learner gains control of his motions, and 
as he gains control of his motions, he develops the confidence and 
desire to push to speeds beyond his level of control. As he drives 
for greater speed, Lamb says he achieves greater dexterity and, by 
dropping back to lower rates for control, he is soon able to achieve 
control at the higher speed levei. 13 
Robinson advocates speed forcing through three levels of 
practice. These levels focus on breaking speed barriers and exploring 
for new speed, dropping back for control and achieving an optimum speed 
12west, Leonard J. "Implications of Research for Teaching 
Typewriting," 2nd Ed., Delta Pi Epsilon Research Bulletin, No. 4, 1974, 
p. 13. 
13Lamb, Marion. Your First Year Teaching Typewriting, p. 72. 
13 
14 
level (a rate of speed between the forced speed level and the control 
level. 14 Douglas and Clem, on the other hand, oppose speed forcing. 
Douglas opposes speed forcing in favor of teacher demonstration of 
speeds at various rates (i.e. 20, 30, and 40 words per minute). While 
observing the teacher, the class will see that these rates are actually 
very slow, that the difference is largely one of rhythm, not of stroking 
the keys rapidly. To reach these levels the student does not need to 
be able to type fast--but he does need to type with continuity and 
rhythm, which are basic factors in building high typing speeds later. 15 
Douglas warns that a student should never be told to type 
as fast as he can regardless of errors. Such a procedure results 
in incorrect techniques and often completely destroys the student's 
ability to type with control even when this is his objective. The 
student will find when he attempts to type as fast as he can without 
considering errors that his fingers "become thumbs. 11 He wi 11 cl ash 
the keys, have light and dark letters in his typing, irregular spacing, 
and other typing errors that are signs of poor techniques. 16 
Clem states: 
Any fixed demand that causes the learner to become 
hurried, tense, worried, or confused is basically 
unsound, just as any fixed demand that causes the 
learner to build slow stroking to get accuracy. 
This means that students who are forced to main-
tain too rapid stroking will be just as handicapped 
14Robinson, Jerry W., (ed). Strategies of Instruction in 
Typewriting. Cincinnati: South-Western Pub. Co., 1972, p. 13. 
15Douglas, Blanford, and Anderson, Teaching Business Subjects, 
pp. 134-135. 
16Ibid., p. 136. 
as those who are forced to type under a strict 
error limit. Too rapid a stroking rate may be 
as dangerous as too much emphasis on accuracy. 17 
Most authorities concur in their opinions that speed and 
accuracy should be considered two separate factors in speed develop-
ment. While there is considerable evidence supporting the theory 
that speed practice is necessary if one expects to develop speed, 
and that in order to develop speed, accuracy standards should be 
abandoned temporarily during speed practice, Russon indicates that 
it does not follow that speed should be the "sine~ non" of typing 
instruction. Accuracy is an important goal as well, probably more 
important than the single goal of speed; and both must be developed 
"purposively," not as "by-products of routine practice. 1118 
Lamb states: 
It is important to realize that pupils should 
not be asked to strive for speed and accuracy 
in one drill, although the relationship of 
accuracy to speed is always important. The 
point is that the development of speed and of 
accuracy are two separate steps in the speed 
building cycle, with accuracy following speed 
through control exercises.19 
West contends that since speed practice must be separate 
from accuracy practice, it is clear that high accuracy standards 
imposed during speed practice will defeat the purpose of the prac-
tice. Similarly, any attempt to increase or even to maintain speed 
while practicing for reduced errors cannot be expected to achieve its 
15 
17c1em, Jane E. Techniques of Teaching Typewriting, pp. 191-192. 
18Russon, Allien and Wanous, S. J. Philosophy and Psychology 
of Teaching Typewriting, p. 88. 
l9Lamb, Marion. Your First Year Teaching Typewriting, pp. 88-89. 
16 
purpose. If students strive to increase speed, they will .not be able 
to keep errors low. If they strive to keep errors low, they will not 
increase or even maintain their speeds. Thus, "Speed and accuracy prac-
tice must be separated. In practice for speed, there should be generous 
error limits. In practice for accuracy, one cannot insist on immediate 
maintenance of one's previous speed." West further comments that "any 
attempt to train for speed and accuracy at the same time is doomed to 
failure. Speed practice must be done virtually without error limits, 
whereas accuracy practice should not require immediate maintenance of 
previous levels. 1120 
Treatment of Errors 
The treatment of errors in first-semester beginning type-
writing is seemingly shared by most authorities. Errors have been 
the focal point for much valuable or worthless practice. In the past, 
they were simply not to be made; but, when they did occur, they merited 
punishment. This ancient practice is still in existence to some extent, 
"although it destroys interest, kills motivation, creates a dangerous 
fear complex fatal to speed and rhythm, encourages constant disregard 
for and violation of good techniques, and often fails in the end to 
eliminate the errors. 1121 
According to Russon, the informed teacher will find abundant 
psychological backing if he ignores errors during the early sessions 
in first-semester typewriting. Such errors are the natural result of 
the necessarily diffused responses which come in a new activity. When 
20west, Leonard J. Acquisition of Typewriting Skills--Methods 
and Research in Teaching Typewriting, pp. 237-239. 
2lclem, Jane E. Techniques of Teaching Typewriting, pp. 189-190. 
the response is learned, it will become more precise; studying the 
early errors will reveal no hidden meaning. Instead of noting errors, 
the teacher of the first lessons in typewriting should teach and dem-
onstrate the correct techniques. Then as the movements become less 
awkward and correct fingering patterns become established, most of 
these errors will disappear. Thus, in the later lessons, the listing 
and analyzing of errors may be done in order to aid the student in 
further practice and not for the purpose of arriving at a grade.22 
Analysis of errors is considered a waste of time by many 
authorities on typewriting instruction. They all would agree, however, 
that this is a waste of time because they are aware that misstrokes 
are evidence of wrong techniques. Therefore, techniques and not the 
symptoms should be studied. On the other hand, it is worth while to 
analyze class errors to determine which are frequent enough to justify 
class drill. 23 
As Lessenberry states: 
Errors should be ignored when the purpose of the 
practice is to push in to new speed areas. To 
11 feel out 11 a new speed before stroking patterns 
have been worked out is important in spite of 
errors.24 
An interesting finding of the Dufrain study was the student's 
attitude toward errors. She found that the student could make what he 
felt was a moderate number of errors without being disturbed, but that 
22Russon, Allien and Wanous, S. J. Philosophy and Psychology 
of Teaching Typewriting, p. 201 
17 
23Lamb, Marion, Your First Year Teaching Typewriting, pp. 90-93. 
24Lessenberry, D. D., 11 Typewriting Errors and Corrective Mea-
sures," The Balance Sheet, 29 (April, 1948), pp. 340-343, 350. 
the making of errors beyond that number did disturb him, often to the 
extent of causing him voluntarily to slow down and pay attention to 
accuracy. 
A method of typing instruction which admonishes the students 
to make all the errors they can make thus strike at a natural barrier. 
Most students do not feel comfortable with this type of practice no 
matter how enthusiastically the teacher may urge them to follow it. 
When such a condition does exist, it may be wise to allow the student 
to choose his own top speed goals without interference. 25 
25Russon, Allien and Wanous, S. J. Philosophy and Psychology 
of Teaching Typewriting, p. 154. 
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CHAPTER 3 
PROCEDURES OF THE STUDY 
This study deals primarily with an effort to determine 
whether a relationship exists between speed building with and with-
out error penalties in developing a straight-copy typewriting speed. 
In order to determine this relationship, however, either observations 
must be made of the subjects performing the typewriting skill or their 
performance scores obtained and evaluated so that a statistical inter-
pretation can be made. 
For the purpose of this study, observations of typewriting 
speed performances were made of 224 students enrolled in 12 Typewriting 
I classes at Green Run High School in Virginia Beach, Virginia. Type-
writing speed scores were gathered and observed for eathstudent for 
one semester. The following procedures were implemented in order to 
collect speed scores. 
1.) Permission, first of all, was requested of and granted 
by the Research Development Specialist for Virginia Beach City Public 
School System. (See letters in Appendix A). 
2.) Permission was also requested of and granted (orally) 
by the Supervisor of Business Education for Virginia Beach City Public 
School System and from the Principal of Green Run High School in Vir-
ginia Beach, Virginia (See letter in Appendix A). 
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3.) Five Typewriting I teachers in the Business Education 
Department at Green Run High School were orally asked and agreed to 
collect data for this study. 
4.) Dates were set for administering straight-copy timed 
.. ---------1 \,'lritings··to Typewriting I students each six weeks of the first semes-
ter. 
5.) Both methods of instructional procedures (Traditional 
and Experimental) were prescribed for each Typewriting I teacher and 
classes taught. Both manual and electric typewriters were used. 
6.) Prior to each testing date, general and specific 
instructions were given to Typewriting I teachers for administering 
the straight-copy timed writings to Typewriting I students. 
7.) A total of 12 Typewriting I classes were taught speed 
development procedures and applications. Six of the classes, taught 
by the Traditional Method, were penalized for errors made on timed 
writings; while the other six classes, taught by the Experimental 
Method, were not penalized for their speed building efforts. 
8.) Following a series of pre-determined speed building 
exercises, Typewriting I teachers administered two straight-copy 
timed writings each six weeks of the first semester to Typewriting 
I students from designated pages in the typewriting textbook and 
workbook (Century 21 Typewriting, 2d, South-Western, 1977) currently 
used and adoptedfor Typewriting I classes in Virginia Beach City 
Public School System. 
9.) Control Sheets were maintained by the researcher each 
six weeks for the first semester. All timed writings were proofread 
but only the better of the two scores were recorded for observation. 
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The timed writing scale (See Appendix E) used throughout 
the study was the same as the one printed for use by all Typewriting 
I classes in the Virginia Beach Business Education Competency Mini 
Guide, 1978. Although error penalties were not used in the Guide 
for the first and second six weeks, it was necessary--for the purpose 
of this study--to prescribe penalties for the classes following the 
traditional procedure. Therefore, penalties used for the third six 
weeks were also used for the first and second six weeks periods. 
Construction of the Instrument 
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A Control Sheet (See Appendix C) was designed by the re-
searcher to obtain relevant information for primary and secondary pur-
poses of the study. Provisions were made for the name of the Typewriting 
--~-----1 
- -I teacher, the method prescribed for each class, the bell (or time) that 
the class met, date, number of students participating per class, six 
weeks period, and length of each timed writing in minutes. For the 
purpose of this study, the Typewriting I teachers have been identified 
by an assigned number. 
Provisions also were made on the Control Sheet to obtain the 
names of the students participating in the study, their grade levels, 
gross words a minute typed, number of errors made, and grade achieved. 
The students' names on the Control Sheet were necessary in order to 
monitor individual performance each six weeks of the first semester 
and for screening those students who were ineligible to participate 
in the study because of a previous enrollment in a beginning Typewrit-
ing I class. Student grade levels were obtained and used to further 
describe the population involved. Since the purpose of this research 
effort was to determine the relationship between speed building with 
and without error penalties, a record of students' gross words a minute 
was significant in determining that relationship. A record of errors 
made was important in observing the effect of each method on speed. 
The grade achieved for each speed attained showed the effect that pre-
viously established goals with grade assignments had on overall type-
writing achievement. 
Selection of the Facilities for the Study 
The Business Education Department at Green Run High School 
in Virginia Beach, Virginia was selected as the target for this re-
search study. It was selected mainly because the researcher was a 
member of the faculty in the Department and felt that the study could 
be supervised or controlled better there. 
At a Business Faculty meeting, the researcher discussed 
the proposed study with the five Typewriting I teachers and solicited 
their help in collecting data. They agreed to do so. The researcher 
proceeded to request permission to conduct the study from the Princi-
pal at Green Run High School, the Business Education Supervisor for 
Virginia Beach City Public School System and from the Director of 
Research and Testing Services for Virginia Beach City Public School 
System. Permission was immediately granted by the Principal and the 
Business Education Supervisor. The Director of Research and Testing 
instructed the researcher to complete and file for approval an appli-
cation to conduct a research study. A request was made for the re-
searcher to file a copy of the completed study with the Research 
Department. The application was approved and the study was immediately 
initiated at Green Run. (See letters and completed application in 




Conducting the Research 
The purpose of this research effort was to determine the rela-
tionship between speed building with and without error penalties in devel-
oping straight-copy typewriting speed. It involved 5 Typewriting I teachers 
and 224 Typewriting I students. Included in the number of Typewriting I 
students were 164 tenth graders, 53 eleventh graders, and 7 twelfth 
graders. 
Because collecting straight copy speed scores were necessary 
in order to arrive at a statistical interpretation that would determine 
a possible relationship between methods used, Typewriting I teachers 



















Bells 1, 4 
Bell 6 
A timed writing scale (See Appendix E) was given to Typewriting 
I teachers for consistency in evaluating achievement. This scale was 
the same as printed in the Virginia Beach Business Education Competency 
Mini Guide, 1978. Although the Guide did not report error penalties for 
the first and second six weeks, penalties shown for the third six weeks 
were prescribed for the first and second six weeks. This change was 
necessary for use in classes where the Traditional Method of speed 
development was employed and error penalties imposed for speed building 
efforts. The following timed writing scale was available to Typewriting 
I teachers: 
*Electric Typewriters 
FIRST REPORT PERIOD - TWO MINUTES 
GRADE GWAM ERRORS 
A 31+ 10 
B 26 - 30 9 
C 17 - 25 8 
D 12 - 16 7 
E 11 or 1 ess 
SECOND REPORT PERIOD - THREE MINUTES 
GRADE mvAM ERRORS 
A 35+ 10 
B 31 - 34 9 
C 21 - 30 8 
D 15 - 20 7 
E 14 or 1 ess 









34 - 38 
24 - 33 
18 - 23 
17 or less 






These general guidelines were given for use throughout the 
testing periods: 
1.) All timed writings must be given on the same day. These 
dates have been selected for testing: October 19, 1979, November 30, 
1979; January 18, 1980. 
2.) IMPORTANT: Do not tell the students that they are a 
part of a 11 study. 11 
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3.) Let students know, prior to testing, which method will 
be used to evaluate their performance (i.e. if you are penalizing stu-
dents for errors, let them know). 
4.) Students who have been enrolled in a typewriting course 
prior to your class are not elibible. NOTE: For all practical pur-
poses, let them take the timed writings, but these writings cannot be 
used in the study. (See Memorandum dated October 17, 1979 in Appendix 
B). 
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Typewriting I teachers were reminded of the above guides prior 
to subsequent testing periods and again of the nature of the study. 
Specific guidelines were given each six weeks for administering timed 
' ---~ 
- -,writings to Typewriting I students. 
Specific Guidelines for Testing the First Six Weeks 
Typewriting I teachers were asked to follow these specific 
guidelines for administering timed writings the first six weeks: 
1.) Allow students to warmup on any practice designated 
by you (60-space line). 
2.) Give students three 20 11 timings on 26E, page 44 in 
textbook (Guided Writing Sentences). Use warmup sheet for this prac-
tice. 
3.) Instruct students to insert a clean sheet of paper 
into the typewriter and type their names, bells, and the date. 
4.) Give two-minute timed writings on 35C (Check Keystrok-
ing Skill), page 56. Instruct them to circle errors (regardless of 
method used) , compute Gl~AM, and record the tota 1 words typed over 
errors in the right margin beside the writing. (See Memorandum 
dated October 17, 1979 in Appendix B). 
Timed Writing Statistics for the First Six Weeks 
The timed writing for the first six weeks period was admini-
stered for two minutes from 35C, page 56 in the textbook (Check Key-
stroking Skill). All letters used; copy diffic~lty=Low to Average; 
1. 4 Syllabic Intensity; 5. 4 Average Word Length; 85% High Frequency 
Words. (See Timed Writing Test in Appendix E). 
Specific Guidelines for Testing the Second Six Weeks 
These specific guidelines were given to Typewriting I teach-
ers for administering timed writings the second six weeks: 
1.) Allow students to warmup on any practice designated 
by you (according to your lesson plan). 60-space line. 
2.) Ask students to turn to page 43 in their WORKBOOKS 
for today's timed writings. 
3.) Give students 2 one-minute writings on each of the 
paragraphs in the Enrichment Activity (Straight-Copy) Timed Writing 
at the top of page 43. 
4.) Instruct students to insert a clean sheet of paper 
into the typewriter and type their names, bells and the date. 
5.) Give two 3-minute writings on the Enrichment Acti-
vity (Straight-Copy) Timed Writing at the top of page 43. Instruct 
students to circle errors (regardless of method used), compute 
GWAM, and record the total words typed over errors in the right 
margin beside the writing. (See Memorandum dated November 28, 1979 
·in Appendix B). 
Timed Writing Statistics for the Second Six Weeks 
The timed writing for the second six weeks period was ad-
minfstered for three minutes from the Enrichment Activity, page 43. 
·.~ 
26 
in the workbook (Cycle 1) that accompanies the textbook. All letters 
used; copy difficulty=Average; 1.5 Syllabic Intensity; 5:6 Average 
Word Length; 80% High Frequency Words. (See Timed Writing Test in 
Appendix E). 
Specific~-Gui:delines for Testing the Third Six Weeks 
Typewriting I teachers were given these specific guidelines 
for administering timed writings the third six weeks: 
1.) Allow students to warmup on any practice designated by 
you (according to your lesson plan) 70-space line. 
2.) Give students 2 one-minute writings on each of the para-
graphs in 76E (Measure Basic Skill: Straight Copy), page 128 in text-
book. 
3.) Instruct students to insert a clean sheet of paper into 
the typewriter and type their names, bells, and the date. 
4.) Give two 5-minute writings on 76E (Measure Basic Skill: 
Straight-Copy), page 128. Instruct students to circle errors (regard-
1 ess to method used) , compute Gt1AM, and record the tot a 1 words typed 
over errors in the right margin beside the writing. (See Memorandum 
dated January 17, 1980 in Appendix B). 
Timed Writing Statistics for the Third Six Weeks 
The timed writing for the third six weeks period was admini-
stered for five minutes from 76E (Measure Basic Skill: Straight-Copy), 
page 128 in the textbook. All letters used; copy difficulty=Average; 
1.5 Syllabic Intensity; 5.6 Average Word Length; 80% High Frequency 
Words. (See Timed Writing Test in Appendix E). 
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Treatment of the Data 
After collecting speed scores from Typewriting I students 
for each six weeks of the First Semester, data were manually prepared 
by recording on Control Sheets the name of each student participating 
in the study, grade level, GWAM, number of errors, and grade assigned 
to speed attained. Names of students who did not participate consis-
tently each six weeks were deleted. Before obtaining a statistical 
interpretation, the researcher consulted the Director of Statistics 
at Old Dominion University for an appropriate method to be used for 
the computer in obtaining results. The researcher then consulted 
the Programming Consultant in the Computer Center at Old Dominion 
University. The method prescribed to test the three null hypothe-
ses'was--a-Two-Way Analysis of Variance, using the SPSS Program 
Package (Statistical Package for the Social Sciences) designed at 
the University of Pittsburg in 1977. A program was also written to 
produce a cross breakdown of data to obtain measurements of central 




PRESENTATION AND ANALYSIS OF DATA 
This chapter analyzes the data collected from 224 students 
enrolled in the 12 Typewriting I classes at Green Run High School in 
Virginia Beach, Virginia. Since the purpose of this study is to deter-
mine the relationship between speed building with and without error 
penalties in developing straight-copy typewriting speed, data con-
sisted primarily of typewriting speed scores, number of errors, and 
grade based on each level of speed achievement. One hundred-twelve 
students in six Typewriting I classes were subjected to the Tradi-
tional Method of speed building where error penalties were imposed; 
and 112 students in the other six Typewriting I classes were subjec-
ted to an Experimental Method where error penalties were not imposed 
A Two-Way Analysis of Variance was used to test the null 
hypothesis made for each six weeks. The following null hypothesis 
was made for the first six weeks: 
There is no significant difference between speed build-
ing with and without error penalties in developing 
-- straight-copy typewriting speed the first six weeks in 
_ __..~ewriting I classes at Green Run High School. 
Table 1 summarizes the results of computer calculations 
for each six weeks period. Column 1 of the table lists the two 
sources of variance. For this study they are: The Traditional 
Method (Method 1) and the Experimental Method (Method 2). Column 2 
contains the sums of squares. These sums were determined by finding 
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Period 
1st Six Weeks 
2nd Six Weeks 




Method 1, 2 
Method 1, 2 
Method 1, 2 
Grand Mean: 
TABLE 1 











1st Six \.!eeks 







2nd Six Weeks 
26.80 
(6) (5) 











the sum of the squared deviation of each of the individual scores from 
the grand mean. Although data for this study was analyzed by computer, 
the following formula shows how the total sum of squares was found: 
The part of the total sum of squares was found that is due 
to the deviation of the means for both groups from the grand mean. 
This index is called the sum of squares between groups. The follow-
ing formula was used to find this index: 
1 x 1/·"' CZ. x,)~ (f. x"' l' _ (f x)~ 
N1 N~ N 
Then the part of the total sum of squares was found that is 
due to the deviations of each individual score from its own group 
mean. This index is called the sum of the squares within groups 
and was found by applying the formula 
fxw ;..= f x,:i,. - (fx)~+-f x/; _ (ixo2Y-
N, NoL 
Column 3 lists the number of degrees of freedom associated 
with each source of variance. The number of degrees of freedom for 
between-groups variance is equal to (G-1), G being the number of 
groups. The number of degrees of freedom for total variance equals 
N-1. Column 4 lists the mean square for both methods. This value 
was found by dividing the sums of squares for both groups by their 
respective degrees of freedom. The mean square within the groups is 
the error term for the F-ratio (Column 5). This ratio was found by 




The F-ratio for the first six weeks is 0.163. A value of 
3.89 is needed to reject the null hypothesis at the .05 level and a 
value of 6.76 is needed to reject the null hypothesis at the .01 
level. Since the obtained F-ratio (0.687) is less than both of 
these values, it is not significant and the null hypothesis is not 
rejected. 26 
weeks: 
The following null hypothesis was made for the second six 
There is no significant difference between speed build-
ing with and without error penalties in developing 
straight-copy typewriting speed the second six weeks in 
Typewriting I classes at Green Run High School. 
As shown in Table 1, the F-ratio for the second six weeks 
was 8.813. A value of 3.89 is needed to reject the null hypothesis 
at the .05 level and a value of 6.76 is needed to reject the null 
hypothesis at the .01 level. Since the obtained F-ratio (0.003) 
is greater than both of these values, it is significant and the null 
hypothesis is rejected. 27 
The following null hypothesis was made for the third six 
weeks period: 
There is no significant difference between speed build-
ing with and without error penalties in developing 
straight-copy typewriting speed the third six weeks in 
Typewriting I classes at Green Run High School. 
26Ary, Donald, et. al. "The 5 Percent Points for the Distri-
bution of F," Introduction to Research in Education, 2nd Ed. New York: 
Holt, Rinehart and Winston, Inc., 1979, p. 375. 
27 Ibid. 
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The F-ratio for the third six weeks is 1.089. A value of 
3.89 is needed to reject the null hypothesis at the .05 level and a 
value of 6.76 is needed to reject the null hypothesis at the .01 
33 
level. Since the obtained F-ratio (0.298) is less than both of these 
values, it is not significant and the null hypothesis is not rejected.28 
As the F-ratio for the first six weeks is not significant, 
it indicates that Method l does not differ significantly from Method 
2 in its effect on performance of the students during this period. 
The significance of the F-ratio shown for the second six 
weeks infe~ that the difference between performance of the Typewriting 
I students taught by Method 2 is beyond chance expectation. 
The non significance of the F-ratio for the third six weeks 
also indicates that neither Method l or Method 2 affects student per-
formance during this period. 
Table 2 shows measurements of central tendencies and varia-
bilities by method for each six weeks period. Method l refers to the 
Traditional Method in developing straight-copy typewriting speed where 
error penalties are imposed for speed efforts. Method 2 refers to the 
Experimental Method of developing straight-copy typewriting speed where 
no penalties are imposed in speed building efforts. It shows the num-
ber of students participating in the study per method and sum of type-
writing speed scores obtained. The table also summarizes the mean, 
mode, median, and standard deviation for each method per six weeks. 
For the first six weeks, the means for Method 1 (21.15) and 
Method 2 (20.98) indicate no significant difference. The mean indicates 
28Ary, Donald, et. al. "The 5 Percent Points for the Distri-
bution of F, 11 Introduction to Research in Education, p. 375. 
Period 
1st Six Weeks 
2nd Six Weeks 
3rd Six Weeks 
TABLE 2 
MEASUREMENTS OF CENTRAL TENDENCY AND VARIABILITY 
No. of Sum of 
Method Students Speed Scores Mean Mode 
1 112 2,369 
2 112 2,350 
1 112 2,887 
2 112 3,116 
1 112 3,177 
2 112 3,283 
Grand 1st Six Weeks --
Mean: 21.07 






29. 31 24 
2nd Six ~Jee ks 
26.80 
6.63 



















that students who were penalized for errors (Method 1) did better than 
expected; and students who were not penalized for errors (Method 2) did 
less well than expected. For the second six weeks, the means for Method 
1 (25.78) and Method 2 (27.82) indicate a significant difference in 
favor of Method 2. Although the means for Method 1 (28.37) and Method 
2 (29.31) differ slightly (in favor of Method 2) for the third six weeks, 
the difference is not great enough to be significant. 
The Mode in Table 2 indicates the typewriting speed score 
that occurred the most in the frequency distribution for both methods. 
The Median shows the average typewriting speed score per method. The 
Standard Deviation indicates the distance between the speed scores. 
Tables 3, 4, and 5 show a cross breakdown of descriptive 
statistics in cells by method per teacher each six weeks of the first 
semester. These tables have the form of two-way frequency tables. 
They include the mean, number of students taught, the sum of all speed 
scores, and the standard deviation. 
Tables 6, 7, and 8 show a frequency distribution by method 
for each six weeks period. The frequency distribution indicates the 
number of times each timed writing score appears per method. 
Graphs 1, 2, and 3 show the relationship of one method to 
the other, in graphic form, for each six weeks period. Information 
used for these graphs was taken from the Frequency Distribution Tables. 
Numbers on the horizontal axes indicate the range of typewriting speed 
scores for both methods each six weeks period. Numbers on the vertical 
axes indicate the frequency of appearance per speed score. Red lines 
on the graph represent speed scores achieved under the Traditional 
Method, where error penalties were imposed for speed building efforts. 
TABLE 3 





l 2 3 4 5 
Method: I a.) 22. 24 19.74 23.58 17.00 21 .49 
b.) 17 19 24 15 37 
l I C.) 378 375 566 255 795 
d.) 5.86 4.56 5.48 5.04 5.37 
19.95 19.94 25 .16 20.46 19.75 
21 17 19 39 16 
2 I 419 339 478 798 316 
3.85 5.33 6.23 5.67 4.09 
I 
a. ) Mean 
b.) Count 
c.) Sum 










1 2 3 4 5 
Method I a.) 26. 94 23.05 27.33 23.07 26.73 
b.) 17 19 24 15 37 
1 I C.) 458 438 656 346 989 
d.) 6.68 4.31 4.90 5.68 5.58 
32.57 23.71 30.21 25.95 27.69 
21 17 19 39 16 
2 I 684 403 574 1012 443 















1 2 3 4 5 
Method I a.) 32.94 25.05 31. 21 25.60 27.24 
b.) 17 19 24 15 37 
1 I C.) 560 476 749 384 1008 
d.) 8.19 5.48 5.90 6.90 6.50 
29.76 25.06 35.05 28.87 27.50 
21 17 19 39 16 
2 I 625 426 666 1126 440 




C •) Sum 





TYPEWRITING SPEED SCORES 
FIRST SIX WEEKS 
With Error Penalties Without Error Penalties 
Score (X) Frequency ( f) Score (X) Frequency (f) 
38 3 41 1 
35 l 36 1 
32 l 35 1 
31 2 30 1 
30 1 29 4 
29 2 28 3 
27 1 27 5 
26 9 26 12 
25 11 25 4 
24 10 24 3 
23 4 23 3 
22 l 22 4 
21 8 21 13 
20 8 20 5 
19 9 19 8 
18 7 18 4 
17 16 17 10 
16 5 16 9 
15 5 15 6 
14 2 14 3 
13 1 13 1 
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GRAPH 1 
RELATIONSHIP OF SPEED SCORES BY METHOD 
FIRST SIX ~JEEKS 
I 
/ '- I 
I 
Red Line=With Error Penalties 
Green Line=Without Error Penalties 





TYPEWRITING SPEED SCORES 
SECOND SIX WEEKS 
With Error Penalties Without Error Penalties 






























































































































RELATIONSHIP OF SPEED SCORES BY METHOD 
SECOND SIX WEEKS 
Red Line=With Error Penalties 
Green Line=Without Error Penalties 
2 -
1 -
0 - I '---'---'-----------------------------------''-------\,---





TYPEWRITING SPEED SCORES 
THIRD SIX WEEKS 
43 
With Error Penalties Without Error Penalties 
Score (X) Frequency ( f) Score (X) Frequency (f) 
52 l 50 l 
45 1 44 l 
44 l 42 l 
43 l 41 l 
40 l 40 4 
39 2 39 3 
38 4 38 4 
37 1 37 3 
36 5 36 4 
35 8 35 9 
34 4 34 5 
33 3 33 3 
32 3 32 2 
31 3 31 4 
30 7 30 5 
29 8 29 9 
28 6 28 5 
27 7 27 6 
26 5 26 3 - --
25 4 25 6 ' 
24 12 24 ~ 10 
23 2 23 6 
22 7 22 4 
21 l 21 3 
20 3 20 3 
19 3 19 2 
18 2 18 l 
17 4 16 2 




















RELATIONSHIP OF SPEED SCORES BY METHOD 
THIRD SIX ~JEE KS 
Red Line=With Error Penalties 




12 14 16 18 20 22 24 26 28 30 32 34 36 38 40 42 44 46 48 so 52 54 
45 
Green lines represent speed scores achieved under the Experimental Method, 
where no error penalties were imposed for speed building efforts. 
Table 9 summarizes the number of errors made per method on 
timed writings. It shows the range of errors made, the mean or average 
number of errors, the mode and median. 
Tables 10 and 11 show the grade distribution for each speed 
attained under both methods per teacher for each six weeks period of 
the first semester. 
Period 
1st Six Weeks 
2nd Six Weeks 
3rd Six Weeks 
TABLE 9 \ _, 

























From To Mean Mode 
0 15 5.32 1. 5 
0 14 4.79 2 
0 20 6.52 5 
0 42 10.32 7 
1 44 9.75 8 












SUMMARY OF GRADE DISTRIBUTION 
TIMED WRITINGS WITH ERROR PENALTIES 
First Six Weeks 
Teacher A B C D E - -
1 1 1 12 2 1 
2 1 1 5 4 8 
3 2 6 13 1 2 
4 0 1 8 4 2 
5 1 2 10 1 6 
5* 0 1 13 1 2 
Total 5 12 61 13 21 
Second Six Weeks 
Teacher A B C D E - - -
1 2 2 11 1 1 
2 0 1 9 4 5 
3 2 5 12 0 5 
4 1 0 9 2 3 
5 0 5 6 2 7 
5 1 2 9 1 4 -
Total 6 15 56 10 25 
Third Six Weeks 
Teacher, A B C D E -
1 3 4 3 1 6 
2 0 1 5 2 11 
3 1 1 6 0 16 
4 0 0 7 0 8 
5 0 1 4 3 12 
5 1 1 5 2 8 
*Teacher 5 taught two classes under the Traditional Method; 
one under the Experimental Method 
48 
TABLE 11 
SUMMARY OF GRADE DISTRIBUTION 
TIMED WRITINGS WITHOUT ERROR PENALTIES 
First Six Weeks 
Teacher A B C D E -
1 0 3 15 2 0 
2 1 2 9 5 0 
3 2 9 7 1 0 
4 0 3 11 4 0 
4* 0 5 11 5 0 
5 0 3 10 4 0 
Total 3 25 63 21 0 
Second Six Weeks 
Teacher A B C D E 
l 8 4 7 l i.---b'--
2 1 1 9 5 1 
3 6 3 8 2 0 
4 3 0 11 4 0 
4* 3 2 12 4 0 
5 2 2 10 1 2 
Total 23 12 57 17 3 
Third Six Weeks 
Teacher A B C D E - - -
1 2 8 6 4 0 
2 0 1 10 5 l 
3 7 5 6 1 0 
4 l 4 8 4 1 
4* 1 7 11 2 0 
5 l 0 12 3 1 
Total 12 25 53 19 3 
*Teacher 4 taught two classes under the Experimental Method; 
one under the Traditional Method 
CHAPTER 5 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
Summary 
This study was undertaken to determine the relationship be-
tween speed building with and without error penalties in developing 
straight-copy typewriting speed. This study was conducted for one 
semester (18 weeks) in all Typewriting I classes at Green Run High 
School in Virginia Beach, Virginia. It assumed three null hypotheses 
--one per six weeks. The null hypothesis for the first six weeks was 
tested but not rejected, indicating that no relationship existed be-
tween methods during this period. The null hypothesis for the second 
six weeks was tested but rejected, indicating a very significant rela-
tionship. The null hypothesis assumed for the third six weeks was 
also tested but not rejected, indicating no relationship between 
methods during this period. 
Research studies in the past have shown similar results as 
this one. In reviewing the related literature, the researcher found 
··hat most authorities agree that speed and accuracy should be considered 
as two separate factors in speed development. However, there is a di-
versity of opinions among them as to the procedure or method in achiev-
ing these goals. 
In regard to the treatment of errors in beginning typewriting, 
most authorities share the view that errors should be ignored during 
the early sessions of the first semester. Further, they agree that 
49 
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early penalties for errors 11 destroy interest, kills motivation, creates 
a dangerous fear complex fatal to speed and rhythm, encourages constant 
disregard for the violation of good techniques and often fails in the 
end to eliminate the errors. 11 
Conclusions 
Based on the findings of this study, the following conclusions 
are drawn: 
1.) Based on the retention of the null hypothesis for the 
first six weeks, the researcher concludes that neither Method 1--Tradi-
tional Method where error penalties are imposed--or Method 2--Experi-
mental Method where no penalties were imposed--was superior to the 
other during this period. Much of this can possibly be attributed to 
the fact that speed development is not introduced until approximately 
the fifth week of the first six weeks period. Most of the emphasis 
,• ---··1 
. during this time is spent on keyboard introduction and techniques. 
The little time that remains for speed building is not adequate to 
recognize a distinguishable difference between methods. 
2.) Based on the rejection of the null hypothesis for the 
second six weeks, the researcher concludes that Method 2 is favored 
to Method 1, as the test of the null hypothesis indicated significance. 
The means for Method 2 was 27.82 and 25.78 for Method 1. The researcher 
also concludes that the significance shown for this six weeks period may 
be due to (1) student familiarity and confidence with the keyboard (2) 
the challenge of typing without penalty in achieving a desirable speed 
goal and (3) more instructional time spent on speed development. 
3.) Based on the retention of the null hypothesis for the 
third six weeks, the researcher concludes that neither Method 1 or 
Method 2 was superior to the other. Although the mean for Method 2 
(29.31) was slightly higher than the mean for Method l (28.37), the 
difference was not enough to be significant or to suggest that Method 
2 was superior to Method 1. The researcher can only conclude tha~ 
L--
the length of the timed writing in minutes, perhaps, affected de-
sired results--that Method 2 was superior to Method 1. The length 
of the timed writing in minutes for the second six weeks was three 
minutes but five minutes for the third six weeks. The statistics 
for timed writings given both periods were identical. 
Recommendations 
There is obviously a need for continuous research in this 
area. There has always been a diversity of opinion among authorities 
51 
as well as Typewriting I teachers in Virginia Beach City Public School 
System in regard to methods used in developing straight-copy typewriting 
speed. Some teachers feel that there should be no error penalties im-
posed in developing speed during the early stages of learning while 
others, who firmly believe in accuracy first, are in favor of imposing 
error penalties. However, based on conclusions of this study, the 
following recommendations are made: 
1.) Based on results found for the first six weeks period 
which indicate no significance between Method 1 and Method 2, Type-
writing I teachers in Virginia Beach City Public School System should 
determine whether it is worthwhile to evaluate students on timed writ-
ings or to eliminate this area altogether during this period. Evalua-
ting typewriting speed during this period is subject to contribute to 
the lowering of students' overall grade-point average, as students are 
victimized by an instructional dilemma. 
52 
2.) Based on results found for the second six weeks which 
indicate a significance between methods, in favor of Method 2, Type-
writing I teachers in Virginia Beach City Public School System should 
evaluate objectives for achieving satisfactory speed goals during this 
six weeks period. If speed is the objective, rather than accuracy, 
then the researcher recommends Method 2. 
3.) Based on results found for the third six weeks which 
indicate no substantial significance between Method l and Method 2 
(although the mean for Method 2 was slightly higher than Method l 
and timed writing statistics were the same), the researcher recommends 
that five-minute timed writings be delayed until the Second Semester 
of beginning typewriting. 
4.) Based on the overall results found for each six weeks 
period, additional research should be undertaken to investigate rea-
sonswhy the two methods used in developing typewriting speed proved 
to be significant, in one instance, and non significant, in two in-
stances, during various periods within the First Semester of Type-
writing I (beginning typewriting). 
5.) A study correlating speed scores using both methods 
per student should be conducted to determine whether or not students 
can best achieve typewriting speed standards as set by Typewriting I 
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Dr. James C. Mounie 
Director of Research and Testing 
School Administration Building 
Virginia Beach City Public Schools 
Virginia Beach, Virginia 23456 
Dear Dr. Mounie: 
September 12, 1979 
This fall, I will complete requirements for a Mast~rs degree 
in Secondary Education with emphasis in Business Education at Old 
Domlnion University. While enrolled in the summer course, Research 
Methods in Education, I proposed to conduct a study to determine 
the relationship between speed building with and without error 
penalties. However, to complete the study, it is necessary that I 
colj~ect data that will, hopefully,· support my research efforts. 
May I secure your permission to conduct my study at Green Run 
High School where I can obtain straight-copy timed writing speed 
sco;es from students enrolled in the 12 Typewriting I classes. For 
the purpose of my study, scores must be obtained once each six weeks 
of ,he first semester. 
I 
Please let me know your decision, as soon as possible, so that 
fur~her steps can be taken to activate the study. 
Sincerely y~ursa 
~~~_) -~~ 
- ~sha Coleman, Teacher 
Business Education Department 
cc: Mrs. Mary Barber, Supervisor 
Business Education 
Green Run lrligh School 
I 
1700 Dahlia Drive 
Virginia Beach, Virginia 23456 J. WYLIE FRENCH I 
Principal 
EMILIE M. TILLEY 
Aasislanl Principal 






Mr. James French, Principal 
Green Run High School 
1700 Dahlia Drive 
September 12, 1979 
Virginia Beach, Virginia 23456 
Dear Mr. French: 
This fall, I will complete requirements for a Masters degree 
in Secondary Education with emphasis in Business Education at Old 
Dominion University. While enrolled in the summer course, Research 
Methods in Education, I proposed to conduct a study to determine 
the relationship between speed building with and without error 
penalties. However, to complete the study, it is neces~ary that I 
colfoct data that will, hopefully, support my research efforts. 
May I secure your permission to conduct my study at Green Run 
High School where I can obtain straight-copy timed writing speed 
scorQs from students enrolled in the 12 Typewriting I classes. For 
the purpose of my study, scores must be obtained once each six weeks 
I ' of the first semester. 
Please let me know your decision, as soon as possible, so that 
further steps can be taken to activate the study. 
~·=~z:(w~~ 
Jerusha Coleman, Teacher 
Business Education Department 
VIRGINIA BEACH CITY PUBLIC SCHOOLS 
SCHOOL ADMINISTRATION BUILDING• P. 0. BOX 6038 • VIRGINIA BEACH, VIRGINIA 23456 
E. E. BRICKELL 
Ms. Jerusha Coleman, Teacher 
Business Education Department 
Green Run High School 
1700 Dahlia Drive 
Virginia Beach, VA 23456 
Dear Hs. Coleman: 
SUPERINTENDENT OF SCHOOLS 
September 17, 1979 
I should appreciate your completing the enclosed application so that we 
might formally process your request to conduct certain research at the Green 
Run Senior High School. I trust, that prior to filing the formal application, 
you will discuss the matter with Mr. J. Wylie French, principal of Green Run, 
and indicate on the form whether or not he is willing to cooperate with the 
study. 
Assuming that Mr. French and Mrs. Barber, your supervisor in business ed-
ucation see no problem with the study, I feel relatively confident that this 
office will have no objections to such an investigation. 
I would suggest that you move as quickly as possible to get the necessary 
approval and this application to my office, Upon receipt of the application, 
I will immediately proceed to notify you of our decision. 
/ •' ,'/ 
James C. Maunie, Director 
Research & Testing Services 
DEPARTMENT OF INSTRUCTIONAL SERVICES 
JCM/ dlf 
Enclosure 
VIRGINIA BEACH CITY PUBLIC SCHOOLS 
School Administration Building 
Post Office Box 6038 
Virginia Beach, Virginia 23456 
APPLICATION FOR RESEARCH PROJECT 
I. Name of applicant Jerysha M, CoJemao (Hrs,) 
Business Education Dept. 
Position -T~Q~a~~"A~Q~r..------
Department or school Green Run High School Date ~ b -""'"""e+'-p .... t e""ra"" .... e .... ri.--.2..,7,-...,.....,.1H9H7~9,___ _ 
Office address 17QQ Dahlia Priue, VirgiAia B.iach, v·irgiaia 
Office Phone _3_4_0_-_4_0_4_0 ________ Home Phone __,_4.:..6 7,_-_4 .... 7_.,1""'6'----------
II. Title of Project A STUDY TO DETERMINE THE REI,ATTQNSHIP BETWEEN SPEED BUILDING 
WITH AND WITHOUT ERROR PENALTIES 
Description of testing o~ research project: This stud;» is intended to determiAQ 
whether students can best achieve their speed goals when error penalties are not imposed 
or when error 11enal ties are imposed. 
III. Type of facilities desired: 
Type of school: Elementary --------- Secondary _ _......_ __ _ 
Other ----------- No. of schools -----
Dates or periods facilities desired Oct, 12, 1979; Noy, 30, 1979; Jan, 18, )980 
Relative frequency ---~3 __ _ Approximate size of schools -=2~0~0~0'-------
Grades __.l~0~-~1-2 __ _ Do you desire any specific schools? --=Y~e~s~·-----
Name of schools Green Run High School 
Reasons Conducting the stud~ at Green Run High, where I am also employed, puts me, 
I believe, in a better position to control it and makes me readily available to 
participating teachers for consultation if needed. 
IV. Involvement of participants: 
Number of pupils to be used ___ 3=3=6 ___ _ Approximate consumption of pupil's 
time 15 minutes ; of teacher's time -~-h ........ r--__ ; of administrator's time Nooe. 
Number of persons visiting individual schools in connection with project Non~ 
To what extent will the staff of the school be involved in planning and carrying 
out the project? Only Typewriting I teachers wilJ be needed ta collect data tor study. 
They wiU be given an Instruction ~beet tbgt will epecib' tbe leu0u aPd page amnbers 
(Copt'd) 
Application for Research Project - 2 -
fr'om which timed writings. will be administered as well as dates of occurrences. 
V. R~eults: 
VI. 
What will be the value of the results of your research? In general? 
Results of the study will eitber prove or disapprone tb4i hypothesis as·statee 
in my proposal. Completion of the study will satisfy requirements, on my behalf, 
for a Masters degree io Secondary Ed11catioo witb ewpbasis iR 2usiRess gdueation, 
from Old Dominion University. 
To the school district? Results of tbe study sboPJd prouid4i justifi~atioR fer 
the rationale used in recommending unlimited errors in evaluating timed writings 
for the first and second six weeks of tbe first sewester (as pr4is~rib4id iR the 
Typewriting I Curriculum Guide, July, 1978), and/or the results can serve as a base 
from which future timed writing performance goals (with or without error penalties) 
If you h~ve used public school facilities for research or testing purposes bes 
in the p~st, please list dates and names of schools: ~N~o~o~e •• __________ _ 
Vl!, Upon completion of the project the applicant will submit a short memorandum 
to the Research Department citing any problems or unusual experiences 
encountered as well as specific comments and observations, 
VIII, A copy of the final report will be submitted to the Research Department, 
The final report is expected to be available on or about i4ibruary, 1980, 
NOTE: Mr. James French, Principal of Green Run High School, and Mrs. Mary Ba.Ler, 
Supervisor of Business Educatio~, ~ave given ~e ~"?l !f~ct this stud·} 
L--
. /ti,, ~ ~~.,.,_ 
- 1 atyre of Applicant 
Da~..,_.__J .?J If 77 
JCM/rmg 
NOTE: Please submit copy of proposal with this fot"I\l• 
VIRGINIA BEACH CITY PUBLIC SCHOOLS 
SCHOOL ADMINISTRATION BUILDING• P. 0. BOX 6038 • VIRGINIA BEACH, VIRGINIA 23456 
E. E. BRICKELL 
SUPERINTENDENT OF SCHOOLS 
Mrs. Jerusha M. Coleman 
Business Education Department 
Green Run High School 
1700 Dahlia Drive 
Virginia Beach, VA 23456 
Dear Mrs. Coleman: 
October 9, 1979 
You are hereby authorized to conduct a study "To Determine 
the Relationship Between Speed Bui I ding With and Without Error 
Penalties." 
Upon completion of your study, I should appreciate your 
forwarding to this office a report of any findings. Good Luck! 
JCM/dlf 
Sincere I y, " C'\ ·' . 
} .. , \~\··· ,, I ,,) l I ,; I , ..-, (!-(\,\,-'",,..., '- f,1tw,v...._1(i'l~ 
James C. Maunie, Director 
Research & Testing Services 
DEPARTMENT OF INSTRUCTIONAL SERVICES 




TO: Typc1,,riting T Te11chcrs, r.reen Run High School 
tt'JmM: .Terushn Colem;1n 
SUBJECT: Research Study 
DATE: Jan11ary J.7, J<)flO 
This Fd.d11y, January 18, 1980, is the last date 
need to he collected for the Type1vriting 1 Rese;1rch St11cly. 
will have hC'c!n eoll ectt,c.J cncl1 six 1,,cr>h,; for one semester. 
collectinr, it has not only broadened the scope of my study 
hute even more to its validity. 
that data will 
Thus, data 
Your he] p jn 
hut will contri-
Tlne.111r.e some t ir.ic km l:1psed s:incc the last testini; date, please 
refer (prior to testing) to the mcmoran<la date<l October. 17, 1979 and November 
28, 1979 to recollect the metl1od that was prescribed for each of your classes, 
the timed writing scale for thi.s six weeks period (third six weeks), and other 
r;enernl in fnnnation. 
Follow these steps in administering the timed writings: 
1.) Allow r.tudents to uarmup on any practice designated by 
you (according to your lesson plan) - 70 space line. 
2.) Give students 2 one-minute writings on each of the para-
graphs :l.n 76E (Measure Basic Skill: Straight Copy), p. 
128. NOTE: Warmup sheets may be used for this practice. 
3.) Instruct students to insert a clean sheet of paper into 
the typcuriter and type their names, hells, and the date. 
!1,) rave two 5-minutc Hritfngs on 76E (Hcasurc Basic Skill: 
Straight Copy), p. 128. Instruct students to circle errors 
(regardless to metho<l used), compute GP/\M, and record the 
total words typed over errors in the right margin beside 
the writing, 
Thank you again for all of the help you have given me toward this 
research effort, good luck in administering the third and final timed writing, 
and if you should ever need my assistc1ncc in a similar way, please <lo not 
hesitate to call on me, 
MEMORANDUM 
TO: Typewriting I Teachers, Green Run High School 
FROM: Jerusha Coleman 
SUBJECT: Research Study 
DATE: November 28, 1979 
The;time has come again for me to ask you to collect data from 
your Typewriting I students for the Research Study. Friday, November 30, 
has been designated as the testing date for the second six weeks period. 
Please refer to the memorandum dated October 17, 1979 to recall the method 
that was prescribed for each of your classes, the timed writing scale for 
this period, and other general information you should know prior to testing. 
Remember, since the objective of the study is to determine the 
relationship between speed building with and without error penalties, it 
is important that the students be reminded, in advance to testing, whether 
they will or will not be penalized for errors. 
Here are specific steps that will guide you in administering 
the timed writings: 
1.) Allow students to warmup on any practice designated 
by you (according to your lesson plan) - 60-space line. 
2.) Ask students to turn to page 43 in their WORKBOOKS for 
today's timed writings. 
3.) Give students 2 one-minute writings on each of the para-
graphs in the Enrichment Activity (Straight Copy) Timed 
Writing at the top of page 43. NOTE: Warrnup sheets may 
be used for this practice. 
4.) Instruct students to insert a clean sheet of paper into 
the typewriter and type their names, bells, and the date. 
S.) Give 2 three-minute writings on the Enrichment Activity 
(Straight Copy) Timed Writing at the top of page 43. 
Instruct students to circle errors (regardless to method 
used), compute GWAM, and record the total words typed over 
errors in the right margin beside the writing. 
Please make note of any unusual occuliences before and/or during 
testing that might affect performance (i.e. malfunction of typewriter). 
Also, remember to administer the timed writings to all students even though 
some of them might not be eligible. 
Thanks again for all of the help you have given me so far toward 
this effort, and good luck in administering the second writing this Friday, 
November 30, 1979. 
Sign~ ~ , ,_, ., :'- . 
-·7er~sha Coleman 
"""- .... ___ ) 
Typewriting I Teachers 
Research Study 
October 17, 1979 
Page 2 
SPECIFIC 
1.) Allow students to warmup on any practice designated by you. (60-space line) 
2.) Give students three 20'' timings on 26E, p. 44 (Guided Writing Sentences). 
Use warmup sheet for this practice. 
3.) Instruct students to insert a clean sheet of paper into the typewriter 
and type their names, bells, date. 
4.) Give two 2-minute timed writings on 35C, p. 56. Instruct them to circle 
errors (regardless to method used), compute GWAM, and record the total 
words typed over errors in the right margin beside the writing. 
The following is the timed writing scale that will be used throughout the 
study. It is the same as printed in the Business Education Competency Mini 
Guide, 1978. The Mini Guide does not report error penalties for the first 
six weeks. However, the penalties shown below are used solely for the purpose 
of the study where error penalties are needed. 












11 or less 





E 14 or less 



















Thanks again for your cooperation and good luck in administering the first 
writing this Friday, October 19, 1979. If other testing dates are not convenient 
for you, please let me know. 
L) I / Signed ___ ~,-LQ_<~i.dd-<'.~.::-2~/---'. ~'-·,-"-_/ ____ _ 
l .JcruRha Coleman 
MEMORANDUM 
TO: Typewriting I Teachers, Green Run High School 
FROM: Jcrusha Coleman 
SUBJECT: Research Study 
DATE: October 17, 1979 
Dr. James Maunie, Director of Research and Testing Services for 
Virginia Beach City Public Schools, has given me authorization to conduct 
my research study at Green Run High. Thank you ever so much for agreeing to 
assist me in collecting data. 
As the ultimate purpose of the study is to determine whether students 
can best ach:feve their speed goals with or without error penalties, it is im-
portant that timed uriting speed scores be obtnined for evaluation. Therefore, 
for comparison, I l1nve divided the 12 Typewriting I classes so that speed scores 
can be observed, using both methods, for students taught on the manual and elec-
tric typewriters. Please use the method prescribed for your classes when admin-






WITH ERROR PENALTIES 









Bells 1, 4 
Bell 4 
Below are general information and specific guidelines to follow prior 
to testing: 
GENERAL 
1.) All timed writings must be given on the same day. These dates have been 
selected for testing: October 19, 1979; November 30, 1979; January 18, 1980. 
2.) IMPORTANT. Do not tell the students that they are a part of a "study." 
3.) Let students know, prior to testing, which method will be used to evaluate 
their performance (i.e., If you are penalizing students for errors, let 
.them know.) 
4.) Students who have been enrolled in a typewriting course prior to your class 
are not eligible. NOTE: For all practical purposes, let them take the 




RECORD OF TIMED WRITINGS FOR RESEARCH STUDY 
TYPEWRITING I 
GREEN RUN HIGH SCHOOL 
VIRGINIA BEACH, VIRGINIA 
TEACHER METHOD BELL DATE -------- -------- ---- ------
NO. OF STUDENTS ____ SIX WEEKS ___ ...;LENGTH OF TIMED WRITING IN MINUTES __ _ 
GRADE 
STUDENT LEVEL GWAM NO. 01' ERRORS TW GRADE 
. 






each line 3 times SS 
(slowly, faster, slowly); 




typo once untimed; then 
type a 1' wrili ng on each of 




1, A 1' writing on each~; 
detennine gwam and 
circle your errors. 
Goal: At least 28 gwam; no 
moro than 2 errors, 
2. A 3' writing on !s 1-3 
combinnd; dotormlrio gwam 
and circle your errors. 
Goel: At least 25 gwsm; 
no more than 8 errors. 
.. 
• 
alphabet John Fox left my quiz show and gave back a prize he had won. 
figures Long numbers may reduce the speed: 1,579, 2,485, and 5,630. 
fluency Keith may amend the six audit forms if it is right to do so. 
I 2 I 3 I 4 I 5 I 6 I 7 I e I 9 10 I 11 I 12 I 
letter I agree I you referred I in a million I gets started I at my address 
response 2 At best, I fear only a f cw union cases were ever acted upon. 
word 3 the bid I turns down I the usual I a visual I with vigor! social wor1c 
response 4 All the social work may end if they turn down the usual ,ti . 
combination 5 he stated I due regard I usual reserve I the average I their opinion 
response 6 At the start signal, work with great vigor to make the rate. 
I 2 I 3 I 4 I 5 I 6 7 I 8 I 9 I 10 I 11 I 12 I 
all letters used I LA j 1.4 ~i I 5.4 owl I 05°;, hfw j 
4 A 
Typing is more fun since I am ·learning to arrange copy s 4 
12 16 20 
in the style of messages. Of course I realize that without u a 
?4 :?R 32 
good basic speed and control, typing a long report or paper 11 fl 
JO 40 
would become a quite tedious job. 2, f.4 
I 4 6 ,. 
For t~at reason I plan to build my_ basic skill just as ee 1a 
12 16 20 
high as possible even though one vital purpose for practice 32. 22 
24 26. :. 32 
is to learn to apply it. The combination of high skill and 38 28 
36 40 44 
layout knowledge is needed to produce quality work. H 21 
4 6 
Even a quick study of the personal papers I compose in 49 .93 
1? 16 :?O 
longhand makes me realize I can expect to type figures plus ss 37 
24 '28 32 
some basic symbols. I am sure both will be used widely fon 
36 40 44 
office work, too. My preparation must include them. 
gwam 2' I 2 3 41 e • I ' 3' 1 I 2 . a I .. 
56 Lesson 35 Unit 5 Centering Memorandums and Announcements 
Enrichment activity: 
timed writings 
mny tie w;Pd niter 
cornplot1ng Loi;son 49 
1, A 1 'spood wriling on each 
straight -copy c; doter rnino 
gwam; circle orrors. 
2, A 3' control writing on h 
1-2 comhinod; dntc>rrnino 
9w.im; c1rc10 orwrs. 
3. If you roact1od a now high 
1' or 3' qw11m, rncord It on 
tllo nppropr 111to ctiar t(s) on 
LM paqo 3. 
4. ·1 ypo tlto !,tati'it1cal cs 
5l1own bolow, following 
Stops 1, 2 ubove. 
43 
Straight copy 
all letters used 0 1 5 s, l 5 6 awl ~':- hiw] 
gwem 1 3' 
It is a satisfying feeling to be a winner. Every person 11 " 
prefers to serve on a winning team. Although the prize might 
not be worth either the time or effort involved, the desire to 
excel may justify hoth. Realize thnt team members must meet 
the requirements for a winning exhibition each time they play. 
An office work force is a team, also; and the same basic 
principles apply there as apply on an athletic field. A major 
difference, however, is that in the office the rewards ure 
increased pay and promotions instead of trophies and letters. 
Winning is fun on any team, but winning takes effort from all. 




















all figures used I A 11 5 si T-;-;;:;-1 e~J 
Qwam1· 3' 
The Dow Jones Average of 30 industrial stocks went from 11 4 
9SH.10 to 975.23, reducing its loss for the period to 1S.S2 23 11 
points. the widely published average finished nt the end of 3~ 12 
May with a net reduction of 21.62 points, its worst monthly 47 10 
showing since last February, when it gave up 41.48. .~.!3. 19 
Gainers exceeded losers by greater than a 2-1 margin in 11 )J 
the daily total of stock issues. The volume came to 16.87 23 21 
million shares, only slightly ahead from lS.30 million on 35 31 
11/28/76. Listed stocks that were sold over the counter came 47 35 
to 19.74 million prior to the close of the market. 57 Jo 
gwam ~-~- I _ 1 _ _J_ 2 _ _j
1 
__ 3 _J__ 4 --/---5 ___ l _ 6 ___ L_
2 
7 _ _L_ 8 __ /---~ __j___10 __ 
3
L__~1_L 1_? _J 
3· I I 
I 
Unit a Enrichment Activity: Timed Writings 
..... 
76e ..,.15 Measure basic skill: straight copy 
two 5· wr1t1ngs; 
deterrrnne gwam; 
proofread and 
circle errors. record 
gwam of better 
writing on !tie 
ctiarts. LM pp. 3, 4. 
all lettet\ L$e(j I A j , 5 si j 5 6 awl j BO". hlw I 
s,wem t' 5' 
As you type, just be very sure to give consideration to those steps, ,. 3 
or factors, given at the start of this cycle. These factors include such :ia 6 
important aspC'cts of typing skill as proper hand-and-finger position, ,42 a 
fast keystroking, correct operation of the space bar after each word, 156 11 
and a prompt return at the end of a line with an immediate start of the 11 ,.., 
new line. The proper operation of the shift keys is very important, too. es 11 
How you type and what you type are fundamental to the rapidity of skill 100 20 
growth. You can make rapid skill growth by consistently typing drill 1H 23 
lines at alternating levels of speed. _!ll_ 2i 
Students who have a desire to become excellent typists set daily tJ 21 
and weekly goals for all thl'ir activities. For example, a long-range 21 30 
.._ 
goal for the ten lessons of this unit should be to try to increase your 41 33 
present speed a minimum of six words a minute. Your daily goal should 5& 3S 
be to try to develop your typing technique patterns acconling to the "9 Ja 
specific techniques emphasized in every lesson. Students in a high- Bl 41 
speed research program made amazing skill gains using drill copy of the 97 4,f 
kin<l given in these ten lessons, and so can you. 101 40 
gwam ~ I 1 I t J f I 4 I 5 I 0 I I I 8 
2 
0 10 I 11 12 I 1;1 
3 
77 
77a ..,,.5 Conditioning practice 
eacti line 3 times 
(slowly, faster, alphabet Freshly squeezed grape juice was served at breakfast the next morning. 
in-between rate) 
figures I ordered 720 pencils, .36 pens, 49 erasers, and 185 cardhoard folders. 
adjacent keys Rewards received for services rendcr~d are related to effort expended. 
fluency She may make the goal if she works with vigor and with the right form. 
2 I 3 I 4 I & I 8 I 7 I 8 I 8 10 I 11 I 12 I 13 I 14 I 
77b ..,.15 Improve basic skill: straight copy 
1. Add 4 words to your gwam rate 
on 760 above. 
· 2. Throe 1' writings on each, of 
76e trying to equal or exceed your 
now goal rate, 
128 
3. A 5' writing on 760. 
Goal: To rna1r1tain now goal rate 
for 5'. Typo with good techniques 
to do this. Determine gwam; 
proofread for errors. 
Lessons 76, 77 Unit 13 Improving Typing Techniques and Basic Skills 
TIMED WRITING SCALE 
APPENDIX E 
73 
TIMED WRITING SCALE FOR TYPEWRITING I* 



















1st Report Period (2 Minutes) 
GWAM Errors 
31+ Unlimited 
26 - 30 
17 - 25 
12 - 16 
11 or 1 ess 
2nd Report Period (3 Minutes) 
GWAM Errors 
35+ Unlimited 
31 - 34 
21 - 30 
15 - 20 
14 or less 
3rd Report Period (5 Minutes) 
GWAM 
39+ 
34 - 38 
24 - 33 
18 - 23 






*as printed in the Virginia Beach Business 
Education Competency Mini Guide, 1978. 
